Point of Departure: Terms of Reference

[bookmark: _gjdgxs]On which terms, exactly, should an investigation be carried out? This is the primary question when undertaking an investigation and compiling the resultant investigative report. While this may seem daunting at first, it is actually an easy question to answer. This is because the terms of reference or the instruction of what to investigate are explicitly given to you: the investigator and compiler of the report.
The terms of reference are the foundation of your report. Without them your report would be baseless and most markers would be wary of continuing to read the other sections of your report should you fail to provide this solid foundation. This foundation part should answer the who? what? why? and when? of your report: 
· Who commissioned the investigation? 
· When was the investigation requested/commissioned?
· Who should undertake the investigation? 
· What should be investigated?
· Why should it be investigated, what is the problem? 
· To whom should the report be submitted? 
· When should the report (with recommendations) be submitted? 
These are the questions that a good paragraph of Terms of Reference should address.
Now look at the assignment instructions and try to answer the questions above. You will realise that all the above questions are easily answered by the assignment instructions. Easy, is it not? The trick is to arrange the details in a logical manner and remember to use reported speech. Try it. Write these questions on a piece of paper and look for answers from the given instructions.

